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Instructionsfor Collecting Data for the Discipline, Crime and Violence Report

Data should be collected for the 365-day period beginning with the first day of the 2002-2003
school year. The data collected will meet the reporting requirements for the following:

NCLB performance indicator,

Safety indicators for the state School Performance Report Card,

State crime and violence report as required in 822.1-280.1, Code of Virginia,

Federa Individuals with Disabilities Education Act (IDEA) report on suspension and expulsion for students
with disabilities,

Federal Safe and Drug-Free Schools and Communities Act,

Federa Gun Free Schools Act.

Spreadsheet instructions are included in this document. School Divisions must use either the Excel
spreadsheet or a system-generated ASCI| flat file. The process to follow for each is listed below:

If you are using the DOE Excel workbook for data entry, the Excel Workbook will generate atext file
that the system automatically names.

If you are generating an ASCII text file from your student information system it must be named
discixxx01.txt. Please refer to the ASCI | text file layout on the web.

If you are generating an excel spreadsheet to import into the excel workbook the tab at the bottom left
corner must be named DiscList.

You may also import a Text file from your data collection system but it must follow the format for
“Disciplinetext import filelayout for incident information.”

Divisions shall report offenses that occurred in the school in which the student’s membership and attendance is

maintained. If the offender is unknown or is not a student, then the school in which the incident occurred shall
report the offense.

Data Itemsto be collected

Data should be collected and reported for incidents that involve any of the following major offenses. Codes and
definitions for these offenses are included in this document.

Alcohol - Homicide

Arson - Kidnapping
Battery/Assault - Robbery (using force)
Bomb Threat - Sexua Offenses
Breaking and Entering/Burglary - Theft Offenses (no force)
Bullying - Threat Intimidation
Disorderly Conduct - Tobacco Products

*Drug Violations - Trespassing

Fighting - Weapons Violations
Gang Activity Vandalism

Other School Code of Conduct Violations that result in out-of-school suspension or
expulsion

Discipline, Crime and Violence Report—2002-2003 4
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** See Offense Codes for updates.
*New Code Added=DR3-Theft or attempted theft of student prescription medication

Key Concepts About Incident Reporting

All reporting is based upon an incident and its context. The following concepts are critical in the
collection of your data:

All data collected are based on school year: Thisreport is based on data collected during a school

year, not afiscal or calendar year (365 days). Begin data collection on the date that your school year
begins.

Incidents of the following offenses are to be included for reporting purposes: All violations of
alcohol, arson, battery/assault, bomb threat, breaking and entering/burglary, bullying, disorderly
conduct, drug violations, fighting—serious injuries and no/minor injuries, gang activity, homicide,
kidnapping, robbery (using force), sexual offenses, theft offenses (no force), threat/intimidation, tobacco
products, trespassing, weapons violations, and vandalism should be reported regardless of the
discipline/sanction imposed. All “other school code of conduct violations’ should be reported if the
discipline results in out-of-school suspension or expulsion.

I ncidents on school grounds: Incidents occurring on a school campus, 365 days ayear and 24 hours a
day, are to be reported, even if a student is not involved or the offender is unknown. Campuses to be
included are public school programs geared toward studentsin any or all of grades PK-12. Incidents

from vocational education or alternative programs are to be included if they are designed for any grades
from PK-12.

Incidents on school transportation: Incidents occurring on any school transportation, including bus
transportation to and from school and other transportation to and from school sponsored events are to be
reported. Incidents are not to be reported at bus stops unless they occur when the busis at the stop.

Incidents at off-campus school-sponsor ed events when student isinvolved: All incidents that occur
at a school-sponsored event off campus are to be reported if a student is involved, whether as a victim or
offender. If astudent is not involved, do not report the incident. The student’s enrolled school is
responsible for reporting the incident under its school number.

Definition of “student” for reporting purposes: A “student” is an individua who is enrolled in your
school division.

Reporting an incident with several offenses: If severa actions occur in asingle overall incident, report
this as one incident and report each of the offenses (maximum of five) in offenses codes 1-5.

Definitionsfor Data Elements

Student Identifier: A unique identifier locally assigned within a school to identify a specific student. One
identifier isto be used throughout thereport toreport all incidents for a student even if he/sheisinvolved
in multiple incidents and/or transfers from one school to another within the division. Thisisthe one field
that is required to produce an unduplicated count of students.

Discipline, Crime and Violence Report—2002-2003 5
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If the offender is not enrolled in any Virginia public school, report the individual as a non-student. (On
the ASCII file, show NS for non-student. On the Excel spreadsheet, highlight NS.)

If evidence is found, i.e. aweapon, drugs, vandalism, etc., and the offender is not known, this field
should indicate that the offender is unknown. (On the ASCII file, indicate UN for unknown individual.
On the Excel spreadshest, highlight UN.)

Enrolled Division Number: A state assigned three-digit division number for the school division where the
student is officialy enrolled in school. The division where the student is enrolled should report an offense to
avoid duplicate reporting. In situations where the offender is not a student in any Virginia public school or the
individual committing the offense is not known, include the number for the reporting division.

Enrolled School Number: A state assigned four-digit school number for the school where this student is
officially enrolled. The school where the student is enrolled should report an offense to avoid duplicate
reporting. Schools not listed on the Fall Membership report will not be accepted.

Incident Division Number: A state assigned three-digit division number for the school division where this
incident occurred.

Incident School Number: A state assigned four-digit school number for the school where this incident
occurred.

Grade: A student’s enrolled grade at time of incident -- PK =pre-kindergarten; KG=kindergarten;
Ol=grade 1; 02=grade 2; 03=grade 3; 04=grade 4; 05=grade 5; 06=grade 6; 07=grade 7, 08=grade 8;
09=grade9; 10=grade 10; 11=grade 11; 12=grade 12; PG=post-graduate student.

Spec. Ed. Code: A unique code to identify student’s special education disability — AUT=autism; DB=deaf-
blindness, DD=developmentally delayed; ED=emotional disturbance; MR= mental retardation;
Hl=hearing impairments, MD=multiple disabilities; OHI=other health impairments; Ol=orthopedic
impair ments,; SL D=specific learning disabilities; SL 1=speech/language impair ments, SD=severe
disabilities; TBI=traumatic brain injury; VI=visual impair ments; (blank if student does not have a
special education disability).

Student’s Date of Birth: Date of birth entered as mm/dd/yyyy. The date of birth isrequired for all students;
date may be blank for non-students and unknown offenders.

Racial/Ethnic Code: The racial/ethnic category used to describe group to which student belongs. The
category that most closely reflects the individual’ s recognition in the community should be used for purposes of
reporting students who are of mixed racia and/or ethnic origins. 00=Unspecified; 01=Native American;
02=Asian/Pacific | dlander; 03=Black (Non-Hispanic); 04=Hispanic; 05=White (Non-Hispanic). The
racial/ethnic code is required for all students; it may be blank for non-students and unknown offenders.

Gender: F=female; M=male. The gender code is required for al students; it may be blank for non-students
and unknown offenders.

Incident Date: The date that the incident occurred should be entered as mm/dd/yyyy. Theincident dateis
required for al incidents.

Discipline, Crime and Violence Report—2002-2003 6
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Incident Code: A unigque code (of no more than six characters) locally assigned within a school to identify a
specific incident or occurrence. One code is used on the report for all students involved in a particular incident.
Thisis one of the key fields that links incident records to student records. If multiple students were involved in
a specific incident, then all students would be assigned the same incident code. Since fighting incidents aways
involve two or more students, you will have multiple records with the same incident code anytime you report an
offense code for fighting. However, if the same student has more than one offense on different dates, use a
different incident code for each incident.

The Discipline, Crime and Violence report for 2002-2003 was created as an Incident based worksheet.
Therefore the Incident Code is generated by clicking a New I ncident button (Figure 1).

Incident Caode 1

Mew Incident

Incident Date
Incident Division | 992 - ALEEMARLE -

Figure 1. New Incident button for generating incident codes

Offense Code 1 through Offense Code 5: Refer to the listing of Offense Codes and Definitions. Offenses that
must be reported, regardless of the discipline/sanction include any offense listed on the Offense Codes that has a
required code as well as other offenses for which a student is suspended or expelled under local guidelines. For
the majority of students there is only one offense reported (offense code 1), but space has been included to
report up to five different offenses that the student may have been involved in for this one incident. For
example, during afight one of the students may have threatened the teacher who tried to break up the fight; so
two offenses are reported for this student—(1) fighting and (2) threatening a staff member. Offense Code 1 is
required for all students.

Number of firearms that were confiscated: Report the number of firearms that were confiscated. If afirearm
is found/confiscated but cannot be linked to a specific student, then report the number of firearms for this
incident with a student identifier of UN for unknown. Report O if no firearms was confiscated.

Number of non-firearm weapons that wer e confiscated: Report the number of non-firearm weapons that
were confiscated. If aweapon is found/confiscated but cannot be linked to a specific student, then report the
number of non-firearm weapons for this incident with a student identifier of UN for unknown. Report O if no
weapons was confiscated.

Final Division Discipline/Sanction: Report the code from the following list that identifies the final
discipline/sanction. The code of 99 should be used for any discipline not defined in codes 02 through 06.
02=short-term suspension (out-of-school); 03=long-term suspension (out-of-school); 04=expulsion; 05-
gpecial education interim placement-L EA decision; 06=special education interim placement-court
appointed hearing officer decision (NOT a local discipline officer with thejob title “hearing officer”);
99=none of the above.

Number of Days Suspended/Expelled: numeric (000-maximum school days); 365=one-year suspension.
The number is required for all students unless final discipline/sanction is coded 99 or student is permanently
expelled. If final discipline/sanction is 99, report zero ‘0’ days expelled/suspended. The code WP1, WP2 and
WP8 will necessitate an expulsion of 365 days (Public Law 103-882-Sec. 14601).

Discipline, Crime and Violence Report—2002-2003 7



Discipline, Crime and Violence Report for 2002-2003 School Y ear

Number of Victims: Report the number of victims as aresult of thisincident. A victim is the recipient of an
offensive act, which may be criminal in nature and usually relates to personal crimes. Do not duplicate the
reporting of victims if multiple students are involved in an incident. The number of victims should be listed
on only one student record or distributed among offenders where applicable if there are multiple victims.

Report O if there were no victims.

Thefollowing offense codes necessitate a victim count :

Students BA3 | BA4 | HO2 | HO4 | SX2 | SX4 SX6 TI2 THFO3

Personnel BAl | BA2 | HO1 | HO3 | SX1 | SX3 SX5 TI1 THFO02

Alter native Placement: Indicate whether the student was placed in an aternative education program as a result
of thisincident. An aternative education program is any program for students who are not enrolled in the
regular school environment, such as students at risk of dropping out, students who have been expelled from
their regular classes, students who are undergoing outpatient treatment for drug use, etc.

One-year suspension, but shortened by chief administering officer of LEA under modification provisions
of GFSA: Indicate whether the student’s one-year suspension was shortened by the chief administering office
of the LEA under modification provisions of the Gun Free Schools Act.

Permanent Expulsion: Indicate whether disciplinary action for this student included per manent expulsion.

Discipline, Crime and Violence Report—2002-2003 8
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Objective of Discipline, Crime and Violence Report

This workbook is designed to improve the data collection process for 2002-2003. There are eight features that
are different from the 2001-2002 Discipline/Crime and Violence report. These features were designed with the
user in mind. The new features include the following: choice of path for saving workbook, incident based
wor kbook, one-time student data entry, new offense codes, new racial ethnic code, total victims attached
to offense code, enhanced reporting, and smpler importing.

Opening Stepsto Achieve Objective of Discipline, Crime and Violence Report

Strategy for Using Discipline, Crime and Violence Reporting Effectively

Effective Strategy Planning may include the following:

At the School Level — Choose a person who will be responsible for data entry of Discipline, Crime and
Violence incidents.

At the School Level — Have the incident data kept current.

At the School Level — If assistant principals are entering data, they may want to place the file on a network
drive with equal shareable rights. (Only one person at atime may edit and save).

At the Division Level — Educate the school level personnel on how to use the template. (See Web-site for
instructions, quick references and power point presentations.)

At the Division Level —It might be helpful to have the schools submit their workbook file for processing
periodically (monthly, six weeks or nine weeks) to insure accuracy and avoid major problems at the end of
the year.

At the Division Level —It might be helpful to have the division to return the error report to the schools and
have them edit their file.

Downloading the Discipline, Crime and Violence Template

Whoever is responsible for this data entry, he/she needs to download the Discipline, Crime and Violence
Template located on the Virginia Department of Education’s Web site at
http://www.pen.k12.va.us’V DOE/Publications/Discipline/datacol |/2002-2003/col102.htm

or by selecting “Reports” at the top of the homepage or “Data and Publications’ at the bottom. Scroll down the
“Data Collections’” column to “Annual Report on Discipline, Crime and Violence.” Click on 2002-2003 School
Y ear Reporting to access the Discipline, Crime and Violence Template.

The Discipline, Crime and Violence Template needs to be saved to the desktop by right clicking your mouse
button and going to “Save Link As’ or “Save Target As.” When you have completed saving the template, close
the Internet Browser. The Discipline, Crime and Violence Template will be named Discipline2002.xls

Opening the Discipline, Crime and Violence Template

Discipline, Crime and Violence Report—2002-2003 9
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Double Click the Discipline, Crime and Violence Template named Discipline2002.xls. Remember thisisa
template and needs to be customized by choosing your method of data collection. Double click the file and it
will open to (Figure 2) which asks you to enable the macros.

Microzoft Excel =]

The workbook wou are opening contains Mmacros.
Sarme macros may conkain wiruses that could be harmful ko wour compuker.,

If wau are sure Ehis wearkbook is From a trusted source, click
‘Enahble Macros'. IFf wou are not sure and wantk to prevwenk
any macros From running, click. 'Disable Macros', Tell Me More I

v alvaws ask before opening workbooks with macros

Enable Macros I Do Mok Dpen I

Figure 2. Enablethe Macros
Click on the Center button (Enable Macros) and the message box will close.

Choosing Data Entry L evel on Opening Screen

The opening screen will request the level of data entry. Choose the desired level—Division Level, or School
Leve (Figure 3).

Discipline, Crime & Vlalaenee
2002 - 2003

Will the workbook be prepared at the Division Level or the School Level?

) Division Level (' school Level

Figure 3. Customizing wor kbook with type of level desired (division or school)

Once the desired level is chosen, the file will ask you if you are sure (Figure 4).

Are you sure’?

Yes Mo

Figure4 . Areyou suredialog box

Discipline, Crime and Violence Report—2002-2003
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When Division Level is chosen, a drop box will appear for the user to choose the correct division name (Figure
5).

Virginia Department of A

Piscipline, Crime & Vicl-m
2002 = 2003

Select your Division from the Drop Down BoX below.

Diivision No. and Name: Select School Division -
Seleck Schoaol Division =i
a0l - ACCOMACE

- HLEEMARLE
003 - ALLEGHAMY
004 - AMELLA
a0s - AMHERST
006 - APPOMATTON
007 - ARLIMGTOM
00s - ALGUSTA
ao0% - BATH
010 - BEDFORD
011 - BLAMND
012 - BOTETOURT
013 - BRUMSWTCE
014 - BUCHARMNAM -

Figure 5. Drop down box for choice of Division

After selecting your division name and number, you will see a message box asking if thisis the correct division
(Figure6).

|z AL BEMARLE the comect zchool divizion’?

Yes | Mo I

Figure 6.Division okay choice box

Customizing Workbook file

Once the desired level-- division or school-- is chosen, the user has customized the template for your school or
division. The file name will be saved to a specific path depending on where you desire to save your file. A file
Save Asbox will open requesting for a specific directory (Figure?). This feature is designed for you to save to
anetwork drive or alocal hard drive depending on who will be accessing thefile. If it is placed on a network
drive, the file may be shared. The ability to share a file does not mean that each person using this file can input
data at the sametime. If thefileis opened by two people, the first person opening the file will be able to enter
data and save. The second person must wait for the file to be closed, or they will receive a READ ONLY
message, which means they can read but not save.

Discipline, Crime and Violence Report—2002-2003 11
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saveas 2] x|
Save in: I 1 piscipline ;I = | @ O ~ Tools -

__laccomack B DIis_1

7 Augusta HD1s_1

Chesapeake @DIS_{

Lunenburg @DIS_[

1 Mew Folder 2 DIs_1

) Mew Faolder (23 e p1s_1

1 SCH_DIS D1«
| schoal saf besting @DIS_[
2% ] Copy of Disc_0S5_0102.%L5 p1s_1
B2 DIS_D0z0_D102.4L5 2 Disc_
4015 _00z0_0102_ ORIGIMAL.XLS 3 Disc_
B2 DIs_0030_0102.5LS 2 \Disc_
22 DIs_D0S0_010z_IMPORTED_O7-25-02,%LS 28| Disc_
B2 DIS_0110_D102.%L5 | Disc_
24015 0230 _0102.%L5 2 NDisc_

<] | =]
w5 ;I | m Save I
=] Cancel I

File name:

Save as type: IEXCEL Files (*. xls)

Figure 7..Save As box

Special Instructionsfor Overwriting existing customized file

If afile of thisname is already present in the directory, you will be notified of that file and asked if you wish to
overwrite the existing file (Figure 8).

Microsoft Excel ) =]

That file already exists in the current Folder, Do wou wish o overwrite that copy?

Yes Mo |

Figure 8. File already exists

If you say yes, the file will be overwritten. If you say no, you will be asked if you wish to open the existing file

for examination (Figure 9).
=

Do wou wish to open the existing file?

Yes Mo |

Figuré 9. Do you wish to open existing file?
If you answer yes the existing file will be opened and the template will be closed. If you answer no, the existing
file will not open and the template will be closed after the program displays the message below (Figure 10).

Microsoft Excel =]

The Template will now close without sawving.

RECPEM TO START OWER.,

Figure 10 . Template will not close without saving

Discipline, Crime and Violence Report—2002-2003 12
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Saving Filein correct File Path

The Excel Template automatically selects a path for you, which you may use or you may save on a network
drive. An example of aloca hard drive path or a network path is as follows:

Division Level Wor kbook:

Local Hard Drive Network Drive
C:DOE_DATA\DISCIPLINE\DISC_XXX_0203.xIs(Figure 11a) H:\DISC_XXX_0203.xls (Figure 11b)
x x

File has been saved as: File has been saved as:

C:\DOE_DATADISCIPLINEIDISC 002 0203515, HADISC_003_0203.5L5.

PLEASE MAKE & NOTE OF THIS LOCATION, PLEASE MAKE & NOTE OF THIS LOCATION,
Figure. 11a.File name and path for Division Level Figure. 11b File name and path for network drive

School Level Workbook:

Local Hard Drive Network Drive
C:DOE_DATA\DISCIPLINE\DIS xxxx_02.xls (Figure 12a) H:\DISC_XXXX_0203.xls (Figure 12b)

i ®
Microsoft Excel EI Microsoft Excel _J

S i File has been saved as:
I AR RN SR e R HADIS_ 0020 0203515,

CHDOE_DATADISCIPLIMENDIS 0150 0203415, PLEASE MAKE A NOTE OF THIS LOCATICN.

Flease make a note of this lacation,

Figure 12a. Filename and path for School Level Figure 12b. File name and path for network drive

Data Collection at the School L evelContact Tab—School L evel

The school level workbook will open to the Contact tab, (Figurel3) which contains the division name and the
reporting school.

Virginia Department of Edu

Iscipline, Crime & V—' Tolemce
2002 - 2003

Division INo. and IName: oo1 TS O TR 0540 ARCADLS HIGH

ERROR CHECK

Print Custom Discipline
List

Figure 13. School Level Contact Tab

Discipline, Crime and Violence Report—2002-2003 13
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The school level workbook will open with three tabbs—Contact and Discipline (Figure 14)

' Contact ' Incidents | Student Datantry /

Figure 14. School level workbook tabs

I ncidents Tab—School Leve

The I ncidents tab displays the Incident Entry where the data collection per incident record is created. The
new feature on this screen involves the Incident code, which is auto-generated (Figure 15).

Incident Entry

Reporting School | 0010-HOLLYMEAD ELEM. -

Incident Code 1 | Mews Incident

Incident Date

Incident Division 002 - ALEEMARLE -
Inhcident Schaoal O010-HOLLYMEAD ELEM. -
“ictims |
Select OFfense Code -

1 = 3 4 5

Mumber of WYWeapons Confiscated

Firearms Cither
Show Last Incident Attach
i Student
Recall Incident S as

Figure 15 . Incident Entry found on the Discipline tab.

The Incident Entry tab involves the actual incident and the information that surrounds it. The following
delineates the entries on this tab.

Reporting School—Will Automatically be generated by default.

The Incident Code will be generated by clicking on the New I ncident button.

The Incident Date is the date that the offense occurred using mm/dd/yyyy.

The incident division will automatically be generated by default unless the user desires to changeit.
The Incident school will automatically be generated by default unless changed.

Victims must be entered. If there are no victims use zero. Please refer to page 8 for codes that require
victim counts.

Select Offense Code is a drop menu that the user may use for their choice.

Up to five offense codes may be used for one incident.

The number of Firearms and Other weapons confiscated must be entered. If there are no firearms or

other weapons use Zero. The Student Data Entry information on the student involved in the incident
will be on the Student Data Entry tab, which appears after you click the Attach Students button
(Figure 16).

Discipline, Crime and Violence Report—2002-2003 14
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Show Last Incident Attach

Fecall Incident

student

5

Figure 16. Attach Studentsbutton.

When the Attach Students button is clicked, an information box comes up on the Incident Entry tab

requesting Student I dentifier (Figure 17).

Incident Entry

Reporting School | 0010-HOLLYMEAD ELEM. fora lStudent Identifier | SELECT STUDEMNT vi
Ihcident Code 1 FiSwrlGeidant
Ihcident Date Ssas2002
Ihcident Division 002 - ALEEMARLE S
Incident School 001 0-HOLLYMEAD ELERM. -
Wictims ] I
Select Offense Code -
1 [ 2 [ 3 [ E] [ 5
Dot I I I
Murmber of “Weapons Confiscated
Firearms Other
[n] [u]
Show Last Incident Attach
Recall Incident Student

0 Records

Figure 17 . Incident Entry tab with the Student I dentifier added.

A drop box is next to this entry (Figure 18), which requests whether the entry is as follows:

NEW — Completely new entry on a student that has never been entered in the system
NS — Non-Student is for any offender that is not enrolled in any Virginia Public School

UN — Unknown is for any offender that is not known.

student ldentifier | NEW

ME W
M3
LM

SELECT STUDEMT

Figure 18. Student I dentifier

Student Data Entry Tab—School Level

Oncethe Student I dentifier has been chosen, the screen will open to the Student Data Entry tab, which
allows data to be recorded on a student as a one-time entry (Figure 19).
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Student Data Entry

SELECT STUDEMNT T2 REVIEWS - l
Student Identifier
Secondary ldentifier
Enrolled School # Reporting School - i
Grade Select Grade - l
Spec. Educ. Code Select Special Ed Code - i
Date of Birth
Racial/ Ethnic Code Select Ethnic Code . ™
Gender ) Male ) Female
UDF1
UDF2
UDF3
UDF4
Save Mew Student Data Clear Student Data
PrintfFPreview All Student Data

Figure 19. Student Data Entry Tab
The Student Data Entry tab allows the user to do the following:

Student Identifier is a unique number that is associated to the actual student.

The Secondary Identifier is an optional entry for identification purposes. It will not be transferred to the
Web submission process.

The Enrolled School number is defaulted from the contact page.

The Selected Grade must be entered to correspond to the grade range for the given school.

The Spec. Educ. Code applies only to special Education Students.

Date of Birth must be within the range of ages 3 through 21.

Racia/Ethnic Code must be entered accurately. A new code of 00 for Unspecified has been added.
Gender is either Male or Female.

UDF-1 through 4 (User Defined Fields).are available for student identifications purposes and are not
transferable to the submission process.

Student entry only has to be entered once and may be recalled whenever a new entry for the same
student is made

When the user clicks the Attach Student button, chooses NEW for the Student I dentifier, and goes to the
Student Data Entry Tab and enters the data for the student and then clicks the Save New Student Data
button, alink between the student and the incident will be made. Thislink is emphasized by both the student
and incident information being visible on the screen (Figure 20).
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Incident Entry

Feporting School |0010-HOLLYMEAD ELEM. ¥ |Student |dentifier | G585 LI
Incident Code 2 New Incident
Incident Date 1141142002 Select Offense Code i
Incident Division |00z - ALBEMARLE x> 1 2 3 4 5
Incident School  [0010-HOLLYMEAD ELEM. B DREZO7
Wictims 0 Final Discipling | 5#lect Final Discipling X
Days Suspended/Expelled | |
Select Offense Code o One year suspension shortened by CAD of LEA T |
1 2 3 4 5 Permanent Expulsion [
DRGO? Alternative Placement [~

Mumber of Weapons Confiscated

Firearms Other
o 0
show Last Incident Attach
Recall Incident Students

3 Incidents Recorded

D1

LDF2

LIDF3

LDF4

Fecord Incident

Figure 20 . .Incident entry illustrating alinked record

Non-Student and Unknown Offenders

No Student Data will be necessary when you choose NS for non-student and UN-for Unknown offender.;
therefore, adirect link is made to the Incident Entry tab. Fill in the Incident School and the Final Discipline and
click the Record Incident Button (Figure 21).

Incident Entry

Reporting Schoal | 0540-aRCADIA HIGH - [Student Identifier [ms ~]
Incident Code 2 PlowElnnie

Incident Date Q222002 Select Offense Code -

Incident Division 001 - ACCOMACK -~ 1 = 5 4 5

Ihcident Schoal Incident School - BE1

ictims

a

Mumber of Weapons Canfiscated

Firearms Other
o 8]
Show Last Incident Attach
Recall Incident Student

1 Records

Final Discipline

Select Final Discipline

Days Suspended/Expelled |

Cne year suspension shortened by TAD of LEA

Permanent Expulsion

LTI

Adternative Placement

[l

LUDF1

UDF2

UDF3

UDF4

Fecord lncident

Figure 21 . Non-student or Unknown Incident Entry screen
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Caution Concerning Special Education Codesfor Final Discipline Codesof “05” or “06”.

If you create a Student Data Entry and forget to classify that student as a Special Ed. Student, an error will
appear when you try to record the incident if you have chosen the final discipline asan “05” or 06”. To correct
this problem, you must return to the Student Data Entry tab and recall the student information by clicking on
select and then enter the Special Ed. code, click Save New Student Data button. A Message box will come up
reguesting you to update the Student Data Entry or not to update (Figure 22). Click “yes’ to up date and return
to the Incident tab and click on Attach Student and highlight the student that you just updated. This will
recreate the link with the newly saved student Entry. Select the Final Discipline and then click the Record

I ncident button.
5

Found a skudent by that ID, UpDate that Data?

Yes Mo |

Figure 22. Updating infor mation on Student 1D

Repeated Data entries—Any Level

When the Record Incident button is clicked, a message box requests the user to either add another offender to
the incident, or choose no and a new incident tab will appear (Figure 23). Upon the answering of this message,
the user is returned to the Incident Entry tab.

i icrosoft Excel }\'-ZI

add another offFender ko this incidenk?

| Yes I [ [ I

Figure 23.Button that requestsfor user to add another offender to the sameincident

Each time an incident entry is recorded at the school level please note that the form clears when you answer the
guestion—NO-- concerning another offender. However if your answer to another offender is—Y ES the Incident
record stays filled except for the student entry information, which is removed from the I ncident entry tab once
the record incident button is clicked. If the information on a new incident entry is the same, add the student
information and record. However, if the incident code is not the same, double click on the incident code cell
and the code will be removed. Scroll through the incident code selection and choose the correct incident code.
Add the student identifier to the Incident entry and record the incident. Remember to click the New I ncident
button for a new number.

Correcting Data Entries—School L evel

On the Contact tab there is an error button (Figure24a) click this button and it will generate an Error tab
(Figure 24b).
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ERROR CHECK

Print Custorm Discipline
List

Figure 24a. Error button found on the Contact tab.

Errors have been detected in your report. Please correct them before

forwarding to the DOE.
Sheet Name Cell Error Row StudentID  School # Incident
Disclist |I<'2 |Missing Incident Date 2 MET1T1T 120 0000m
Disclist k2 Badly Formatted Incident Date 2 METT1T 120 00000

Figure 24b Error tab that is generated when theerror check isclicked.

Onthe Discipline tab there are two buttons that will enable the user to view or correct entries (Figure 25).

oo Last ncdent] — pgorh

Rocall lnident | Students

Figure 25. Buttonsto view or correct entries

The Recall Incident button (Figure 26 allows you to recall an incident record and make changes. Once the
changes have been made click the Update Incident button.

Recall Incident | 5 Incidents Recorded

09/18/02 - 6666 -0010-2 X

Update Incident| Delete Incident' Clear Incident

Figure 26. Buttons used to correct data entries
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When entering an incident for a student that has already been entered into the workbook, click the Attach
Students button, which will open the Student I dentifier box. Using the down arrow on the Student I dentifier
box, highlight the correct student number and the student information will appear (no re-enter of student

information is necessary). Enter the fina discipline and record the incident or update the Incident which ever is

appropriate.
Data Collection at Division L evel

Contact Tab —Division Level

Once the division level has been chosen on the template, a customized Division level workbook will open to the

contact tab, (Figure 27) which contains the division name and the contact information of the Division.

Virginia Department of Educa

DEscipline, Crime & Violemce

2002 - 2003

Division Mo. and Name: ooz ALBEMARLE

Contact Person's MName: Dennis E. Nissley
Contact Person's PhoneMumber: 434 975-9442

Contact Person's Fax Mumber: A434) 975-9443

Contact Person's E hMail Address: dnissley@@albermarle. org

Tor verincation purposes onhy.

updated with the DOE.

This information CANHNOT be updated on this form.

The above Contact information is provided from the DOE Database

i the person named is not the correct contact for this report, notify
the Division School ID Contact so that the contact information may he

Figure 27. Division Level Customized Contact Tab

IR D

RT DATA

Frint
Wiorkbook

FROCESS

Frint Cust

arm Discipline
List

At the Division L evel, the user can import data, print workbooks, process the workbooks or sort the
Spreadsheet that is generated when using the Print Custom Discipline List button (Figure 28).

IMPORT DATA

Frint
Workboolk

PROCESS

Frint Custom Discipline
List

Figure 28. Available buttons found on the Division L evel Contact tab
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Manual Entry of Data-Division L evel

Incidents Tab

The Incidents tab displays the Incident Entry information where the data collection per incident record is
created. Each feature on this screen involves the Incident code, which is auto-generated after the Reporting
School has been selected (Figure 29). Fill in the correct information requested and click the Attach Student
button (see previous page 15). The Student Identifier box will appear. Click the down arrow and click one of
the selections—NEW, NS, UN, or a previously entered student (see previous page 15). Once this selection has
been made, the screen will modify itself. If NEW is chosen the screen will move to the Student Data Entry
screen where the student information will be entered (see previous page 16) For Non-student and Unknown
offenders see previous page 17.

Incident Entry
Reporting School | Reporting School -
Incident Code N Erside
Incident Date
Incident Division | Select School Division -
Incident School Incident School -
Yictims
Select Offense Code -
1 2 3 4 ]
Mumber of Weapons Confiscated
Firearms Other
Show Last Incident Attach
i Student
Recall Incident 0 Records

Figure 29 . Incident Entry for Division Level

Import Data —Division L evel

Type of Filethat may be |mported

There are two types of files that may be imported into the workbook.

Text files that are in the format of the “B” record. Thisformat is posted on the Web as Discipline Text
Import File Layout.
Excel file format produced by the workbook.
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To Overwriteor Not to Overwrite

When importing a workbook into the Division Level Spreadsheet, the user will be aerted with a message box
that will ask you to select your Import Style-- enter an “O” to delete and replace all data or “U” to update old
data and add new data. Thisis a new feature (Featur e 30), which allows you to import workbooks any amount
of times throughout the year.

Select Impork Skyle Xl
Enkter "2 ko delete and replace all data
ar
Enker '’ to update old data and add new daka. el I
[m

Feature 30.Selecting theimport style

Importing data can involve Single or Multiple workbooks. Click on the Import Data and a message box will
appear (Figure 31). Indicate whether the user isimporting a single or multiple workbooks by keyinginan“S’
or an “M” into the message box.

Microsoft Excel i X|

Do waou wank ko impart a (Single warkbook or (Miultiple

waorkbooks?
Cancel |

Figure 31. Message box requesting Multiple or Single wor kbooksto beimported

Upon the importing of this file, a message box will appear indicating that one or whatever number of files have
been successfully imported (Figure 32).

Microsoft Excel ' X|

1 filefs) read, See School Checklist For details,

oK.

Figure 32. Total No. of filesread
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After clicking Okay on the message box, an Open box will come up on the screen and request a file to be
imported. Browse for the file, highlight the file and open (Figur e33).

Laok in: |C1 scH_prs ~| &« | o B S ~ Tools ~
. Marne Size | Tvpe | Modified
[ ] Henry Folder FIAIZ2002 10:33 aM
] king and Queen Folder BI12/2002 3:26 AM
[ West Poink Folder TI2I2002 2:12 PM
‘ =0DIS_ 0140 0102, %L 1303 KB Microsoft Excel ... S/14/2002 11:19 4M

ﬁ'

vy Diocurnents

=DIS_0171_0102. 515

1932 KB Microsoft Excel ...
1806 KB Microsoft Excel ...

Gi14/2002 11:20 &AM
S/14/2002 11:20 AM

)
@ xDI5_0240_0102, 515
2]

xDI5_0560_0102, 515 1874 KB Microsoft Excel .., S/14/2002 11:21 AM

= Open

Cancel I

File name: I vI

Files of bvpe: IData Files (%, xls; * b=k ;I

Figure 33. Open box tolocateimport files

The file will import into the workbook leaving four tabs visible (Figure 34). You may import as many files as
you desire.

|\[untact[ Sthool Checkist { Tnddents | Student DataEntry /

Figure 34. After importing workbook—threetabs arevisible

Processing the File—Division Level

Return to the Contact tab and click the Pr ocess button (Figur e35).

IMPORT DATA

Frint

YMoorkbook EetinEas

Print Custorm Discipline
List

Figure 35. The process button found on the Contact tab.

Thiswill allow the user to process onefile at atime or multiple files, which ever is desired. After processing is
complete, severa tabs are added to your workbook (Figure 36).

\ Contact / Errars / Disclit / Schaol Checkist [ Tncidents / Student DataEntry /

Figure 36.Threetabs appear after processing.
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School Checklist Tab —Division L evel

The School _Checklist Tab isalisting of al the schools within your Division. Asyou import files, the total
records per school will be recorded on the Checklist opposite the school name (Figure 37). Thiswill enable
your division to keep track of what schools have been completed.

‘Reporting Schaool

School Checklist

Incidents

[0010-05CAR SMITH MIDDLE

0040-THURGOOD MARSHALL ELEMEMTARY

0050-GEORGE WY, CARVER INT.
O080-0SCAR FoSMITH HIGH

0050-CAMELOT ELEM.

0100-DEEP CREEK HIGH

0110-WESTERN BRANCH PRIMARY
0120-GREAT BRIDGE HIGH
0140-REENBRIER PRIMARY
0160-MORFOLK RIGHLANDS PRIMARY

Figure 37. School_Checklist Tab

DiscList Tab — Division L evel

m

O O OO @ =00 m L

The DiscLigt tab is an Excel Spreadsheet that allows the user to view his or her records listed in a table format.
Notice that certain entries are highlighted. These highlighted cells are indicating the errors within the
spreadsheet that need correcting. (Figur e 38).

] File Edit Wiew Insert Format

Tools Data window Help

Error Tab —Division Level

Figure 38. DiscList Tab

If there are any errors, an Error tab will appear at the bottom of the users workbook.
corrected before the text file can be generated (Figure39).

These errors MUST be

A c ] E F ] H I J E L M H L] F o F = u v W "

AN LR [Franial 1 1 1 1T 1 1 [T T B
Enralled| Dininin | lanidesl| Spra. ’ I Firrarms Wrapnan Fis, L1 FTTY Allrrualia| Dur grar
Sabual |a Sakaal Edus. | Dalr oF Elksin DFFranr | OFFruar | OFFraar | OFFranr | OFFranr | CanFinnalr | CanF Ir |Dinmiplin | Sunpraded |Haf r Enmprasis

__1___ Sladral lralifirr Humbrr |Hambrr |Homber | Grade] Cadr | Birlk Cadr |Gradrer|lunidralDalr Jlamidesl Cudr [Cudred | Cadr2 [Cadrd [Caded |Caded |4 i r fEuprllrd |wislima] Flisrmrs 1=
2 |HH1IM LLOr O 5 oot 09 HUL et 0 M Dafaizo0z  00ogg] o aoaon oD nz L) ] o0 FALZE FALSE
_* |MHzzzz LI O S T 1 HUL  ne/mer4ame 0% M DaMZiz00E 00000 DFA aongn oD nz ooz on FALSE FALSE
4 |HHzzE LLOr R 5 00T (10 HUL  eeseerae? 0 F DAIZZTAZ00Z 000003 Docoz noaon oD nz o7 on FALSE FALSE
5 |HH4dd4 LT R 1) 0oTe 12 JHUL s 0k M NOIEZAZ00E  QQo0id DRaEnT L] o ne g o FALZE FALSE
& |MHEEEE LLOr O 5 L L I P EERE T 1Y F DAFZEAZO0Z Q00005 o noann LD nz ooz o0 FALSE FALSE
T |CcEfiz LU )] oog 0d  HUL  eeseasdann 0 F LELN DR D DT g [aleled k] oongn oD nz ooz on FALSE FALSE
& |CEZIZE LU )] o0 0x MO ereera 0 M DAfdIZO0z 00000 oocat noann onnn nz g on FALSE  FALSE
9 |CEXd3d LLEI O )| g 0z HUL mimatns 0d F DAPZEAZ00Z 000003 EAZ nonnn oD nz ooz ol FALSE FALSE
10 | CE3d3d L) ] oEd 0z THUL pemdsinas 04 F WAE0Z00E | Qddid DRG1 Ll 0 e L] L) FALSE | FALSE
1| CEfziz LLEI OS] g 0d  HUL eeseasinnn 0 F 00 AZ00E 000005 ElN aongn oD nz s on FALSE FALSE
1z |EF4545 o150 o 0150 KG  HUL aninetdnar 0E M naizdzo0z 00000 [aleleli}] noaon oD nz L1 ] on FALSE FALSE
1z |EFS555 LA ELR )] 0150 01 HUL eesmeraae 0 M DAPZTZO0Z 00000 DRGOd aonon oD nz ooz o0 FALSE FALSE
14 |EFETET o150 o 0150 01 MDD st 0d F DAPZZTAZO0Z 000003 {x]e3] aoan oD 05 o o0 FALSE FALSE
15 |EF4545 LA ELRE TS| 0150 KG  HUL anietdnar 0E M DAPOZIZ00Z  00000d TH1 oongn oD nz Ly on FALSE FALSE
_1& |EFSSES o150 o0 0150 01 HUL eesmetaae 0d M DAPZZTIZ00Z 000005 L noann onnn nz oo FALSE  FALSE
T 1BF‘?$?$ LA ELRE TS 0150 0z OHI ereertmas 0d M DAFZEIZ00Z | O0000E ATOOZ aonnn LD 05 tﬂﬂ FALSE FALSE
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Errors have been detected in your report. Please correct them before
forwarding to the DOE.

Sheet Hame Cell Error Row Student ID  School # Incident
Disclist | |M|55|ng Incident Date 2 METT1 120 00000
DisclList Badly Formatted Incident Date 2 METT1 120 000001

Figure 39. Error tab which list the errorsfound within the wor ksheet

Correcting Processed Errors

Using Automated method — For Novice users

Before correcting the errors it is suggested that you make a printed copy of the error page so that you will
have a hard copy for reference.

With the mouse cursor placed on a specific error within arow, double click the specific error. The screen
will change to the Discipline tab where the specific incident record with the error can be found.

Correct the error according to the instructions given in the Data Collection Instructions manual.

After the error is corrected, update the incident by clicking on the Update I ncident button.

Return tot the Error tab for the next error, and repeat the process until al errors are corrected.

After you have corrected all errors, go to the Contact tab and click the Process button again.

Manual correction within DiscList — For Experienced Database Per sonnel

This method alows the user to use the DiscList Tab to correct errors

Refer to the Error tab for alist of errors.

Note that the highlighted cells within the DiscL ist indicate where the error is located.
Manually correct the error.

After you have corrected al errors, go to the Contact tab and click the Process button again

After you have completed al corrections, click on the PROCESS button again. If there are no more errors, the
worksheet will generate an ASCI| text file that will need to be submitted to the Department of Education. A
window will appear (Figur e 40) asking you where you desire to save thisfile.
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Save As E |
Sawve in ||:| Discipline j e} = ~ Tools ~
: MNarme | Size | Tvpe ] Modified |
_g i [ Sch_dis Falder Si2Z2iz00Z 5:47 AM
% Disc_012 0203, Exk 1 KB Text Document SIZ2/zZ002 2:35 PM
%P] Disc_001_02035.kxk 1 KB Text Document SI22/2002 1:29 PM

ol [ (S8

File name:  [Disc 012 0205 6t ] EH seve |
|
i Save as bvpe: |TEXT Files 0% bet) Rd| Cancel

Figure 40 . Save Asbox for saving the Text file

An ASCII text file will be generated (C:\DOE_DATA\DI SCIPLINE\DI SCI xxx01.txt) where xxx is your
school division number (Figure4l). The ASCII text file should be saved in the same directory as the original
Excd file.

Microsoft Excel EzZ

CADOE_DATANDISCIFLIMESDISCIOTAMT . TET was created successfully in the folder named
'DOE_DaATANDizcipline' on your computer's hard drive.

Figure4l. FileDirectory and File Name

Submitting the Discipline File

The DISCIXXX_02.txt should be submitted to the Department of Education via the Web-based Submission
process. The instructions for this process is found on the DOE web-site.

Quick Reference for Web-base submission:

http://www.pen.k12.va.us/\V DOE/Publications/Discipline/datacoll/Web_Submission.doc
Complete Instructions for Web-base submission:

http://www.pen.k12.va.us/\V DOE/Publications/Discipline/datacoll/Data_submission.doc
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